
                                                  INSTRUCTION FOR PERKINS PORTAL  

Go to ACE homepage and select “Career and Technical Education.” 

 

Then select “Perkins Portal”

 

  



This will take you to the log in screen for the Perkins Portal.  If you do not have a 
username/password, contact Mary Ellen Koettel (mary.koettel@arkansas.gov or 501-682-1528).  
If you have a username/password but have forgotten either one, enter your email address under 
“Forget your Password.” 

 
 
 
 
There are several modules within the Portal.  If you wish to change your password, select 
Admin, and use the change password link located on that page.

 
  



The first module we will review is Perkins. 

 
Active links are in color and underlined.  The “Complete Perkins Application” is not active at the 
time the above screenshot was made because the application has already been submitted for 
this fiscal year.   
 
 
Below is a screenshot prior to when the application was submitted.  You will notice that only one 
of the forms is available – Cover Page.  This form must be saved before the remaining forms 
will activate.

 
 
  



COVER PAGE:  The Cover Page pre-populates with the information from the last application or 
amendment.  You may change this information as needed.  The check the “This form is 
completed” box and Save. 

 
 
 
ACCOUNTABILITY REPORT FOR PREVIOUS YEAR:  The Accountability Report is a narrative 
form that allows you to describe the outcomes from your projects and expenditures during the 
previous year.  The name of the projects and descriptions will pre-load and the coordinator 
should write a description of the outcomes to date.

 



IMPROVEMENT PLAN:  The district or consortium performance scores are included in the form.  
If the performance of any indicator is less than 90% of the target, you must address 
improvement by completing an improvement plan. 

 

 
PROJECTS/ACTIVITIES:  There are two types of projects – Performance Indicator Project and 
Improvement Project for Specific Program of Study. 
 

 

Performance Indicator projects are those projects designed to improve performance on a 
specific indicator.  These projects may involve multiple teachers, multiple programs, and 
multiple pathways.  
 
An Improvement Project for a Specific Program of Study is done in one pathway/program of 
study.  The program of study must be designated high skill, high wage, AND high demand.  If 
the program is not on the state list as meeting all three of these designations, then you must 
provide appropriate and valid data for your region of the state.  This type of improvement project 
will change the entire program – not just one course or one aspect of a course.  This project will 
usually span two to three years with a timeline for completing the work. 



First is an example of a Performance Indicator Project.  To begin, click on the blue box named 
Performance Indicator Project.  The first form asks for a name and description of the project.  Be 
sure to include sufficient detail so that the review staff will understand what you are proposing to 
do and how it relates to what you want to accomplish.  For example, if you are proposing a 
project to increase nontraditional enrollment in Construction, also describe how this project 
relates to an increase in nontraditional enrollment. 

 
You must put in a name, at least one character for the description, and Save before the system 
will allow you to continue to the next form.  If the description is complete, you should check “this 
form is completed” and Save.  Even if you click the completed box, you can always go back and 
edit any of the forms prior to submission. 
 
The next form asks that you select which Performance Indicator you are proposing to impact 
with this project.  We understand that several indicators may be affected, but you must select 
the primary one that you intend to measure.  After selection, check “this form is complete” and 
Save. 

 
The next form has an extensive list of the required and permissive uses of the Perkins funds.  
You should select the primary one(s) that you feel apply to the project you are describing and 
the outcomes you intend.  Complete and Save. 

  

  
 

 



The next form asks that you describe how you will measure the success of this project.  Try to 
be as specific as possible.  If you are implementing a project to increase nontraditional 
enrollment in the Construction program, what is your current performance and what is your goal 
for increasing it with this expenditure.  The description of the project should already have 
explained how the project is related to nontraditional enrollment. 

 
 
Next is the list of schools in which this project will be conducted.  Note that you may select more 
than one by holding down the Ctrl key.  The approximate number is just a number.  For 
example, if you have 4 teachers at 3 schools involved, then enter the number 12.  Complete and 
Save. 

 
 
The next form asks if this is a new or continued project.  If continued, you must describe 
previous outcomes.   

 
  



The last form for this type of project is a description of proposed estimated costs.  These are 
narrative boxes.  If you do not plan to have any costs in one of the categories, enter None or 
N/A.  There must be something in each box to complete the form. 

 
 
  



The bottom of the estimated cost form allows you to enter each item of equipment or any non-
consumable item that costs $100 or more.  After entering the name of the item and quantity, 
select the school, program, and teacher.  If the teacher’s name is not in the dropdown, click on 
new and follow instructions below.  If this project does not involve any equipment or non-
consumable items, leave this section blank. 

 
 

Add a new teacher:  Once you click on New, you will get a pop up form that  
allows you to enter the teacher.  Once you click “add teacher”, then select the 
teacher from the dropdown list. 

                                       
 
Once you have entered all information for the first piece of equipment, click on the blue button 
“Add Item(s).”  You will see that a list begins to appear below this section.  Add all items in the 
same manner.   When all items are entered, insert the approximate cost for the whole project.  
Do not use commas or symbols.  Enter the number only.  Complete and Save. 

 
 
  



The project is added to the list of other projects under Performance Indicator Project.  This 
example has two Performance Indicator Projects.  One has been completed and one has not.  
The check mark under the Completed column lets you see which still needs attention.  Every 
form within the project must be completed (the box checked) before the completed check mark 
will appear.  You may edit either project by clicking on the pencil symbol.  Or you may delete 
either by click on the red X in the delete column. 

 
 
The Improvement Project for Specific Program of Study is lengthier and more involved.  As 
noted earlier, this type of project impacts the entire program of study.  It is usually three years in 
length (or may be two years) and includes a great deal of planning.  Below is a review of the 
forms within this type of project.  To begin, click on the blue button. 
 
Enter the name of the project and select the district(s) in which this project will be conducted.  
Then select the Career Cluster and Pathway/Program of Study.  Respond to the question about 
the first year.  Complete and Save. 
 

 
  



Based on data prepared by the Department of Workforce Services, each pathway/program of 
study has been designated as High Skill, High Wage, and/or High Demand.  In order to use the 
Perkins funds for this type of improvement project, the pathway/program must meet all three 
designations.  You will see that in the first example below, “Yes” is checked on each statement.  
The system is preloaded with the state’s list.  If the program you are improving is on the list, 
then you Complete and Save. 

 
 
If the program you selected does not meet all three designations, you must provide valid 
regional/local workforce data that clearly indicates that this program is high skill, high wage, and 
high demand in your region of the state.  In the example below, the program selected is high 
skill but is not high wage or high demand.  In this example, valid workforce data must be 
provided. 

 
 
The list of required and permissive uses of funds is the same as described earlier for the other 
type of project.  Select one or more.  Complete and Save. 

 
 
 
It is anticipated that improving the entire pathway/program will result in some type of industry 
credential – either for the program, teacher, and/or students.   Describe your expectation and 
name the credential(s). 



 
 
The next screen is very lengthy and involved.  Remember, for each new project you are 
describing a two to three year improvement.  There are basically three sections (or types of 
personnel) to be addressed:  the teachers of the program, the related academic teachers, and 
the administrators/counselors.  If you discover that you must answer None or N/A to these 
questions, please consider the type of improvement you are making.  Seek assistance from the 
CTE program staff before continuing. 

 



The first six questions address the CTE teacher.  The last six address the academic teachers 
and administrators/counselors.  Respond to the questions, then Complete and Save.

 

 
  



The next form addresses the changes that will be made in the program during the entire project.  
You should include information regarding when (which year) these changes will be made. 

 
 
The last form is the financial information.  This one is the same as is described previously for 
the other type of project. 

  



After Completing and Saving, the system returns to the Project/Activities page.  You will see that 
we now have a project under each column.  One is complete, the other is not. 
NOTE:  It is not required for you to have both types of projects each year.  If you have 
performance indicators that need to be addressed, then you may not be able to invest sufficient 
funds into a project that will improve all aspects of a pathway/program of study.  Ignore the 
Ratio percentages.  You do not need to respond to the question on this page.  Early in the 
current reauthorization, we did have a goal of investing in pathways/programs of study that are 
high skill, high wage, and high demand.  We still do – however, the Perkins funds are not 
sufficient to allow a large number of these type of projects. 
 
After all projects are entered and are complete, click the “This Form is Complete” at the bottom 
of this page.  All forms in all projects must be complete.  You will notice on the example below, 
that the Animal System Pathway project is not complete.  You would have to edit and complete 
this project before clicking the button on the bottom of this page. 

 
 
Beginning with the 2013-14 fiscal year, the budget form will be simplified.  The APSCN codes 
are included for your assistance.  The form on the Portal will automatically calculate as budget 
numbers are entered.  Do not enter commas or symbols – numbers only.  In addition to this 
form, there is another page that allows you to describe the entire budget in narrative form.  Both 
forms must be completed. 
                                                             

Budget 

Personal Services 
     (61000/62000) 	  	  
Purchased Services 
    (63000/64000/65000) 	  	  
Supplies & Materials 
    (66000 and 68000) 	  	  
Property  
    (67000) 	  	  
Administrative Cost 
    (68400/69000) 	  	  

Total 	  	  
	  



The last form in the Application is the Five Year Plan Changes.  As described in the Perkins 
Coordinator Manual, each recipient had to file a five year plan during 2008-09.  This plan will 
remain in effect, along with annual updates, until the Act is reauthorized or repealed.  Each 
year, you should review the Five Year Plan and amend as needed using this form in the 
Application.  If no changes are needed, simply indicate that on the response, then Complete 
and Save. 
 

 
 
 
Once all forms are completed, a Submit button will appear on the Application page. 

 
 
The Portal will ask if you are sure.  Respond Yes.  After submission, the Portal will send you an 
auto email confirming submission.  It also notifies Mary Ellen that an application has been 
submitted. 
 
The submission of an Amendment is the same except there are only four forms available 
instead of the seven shown above:  Cover Page, Budget Summary, Projects/Activities, and 
Explanation (a narrative of why you are submitting an amendment). 
 
We will next review how you can track the progress of the review process. 
 
Go to the Perkins App page and select “Perkins Application Status.” 

Submit for Review and Approval 

Projects/Activities 



 
 
A screen with several purple and/or grayed out boxes will appear.  Click on the underlined name 
of the district/consortium. 

 
 
A timeline of the review steps appears.  You can see on the screen shot below that the 
coordinator opened the application to begin work on 4/25/12 and submitted it on 5/11/12.  It was 
reviewed and assigned it to the appropriate program supervisors and managers on 5/15/12.  
The names of the supervisors assigned to review along with the dates they completed their 
review are listed.  Then the application moved to the manager level.  After all managers 
completed their review, it moved to the associate director level.  And after that review, it moved 
to the deputy director for final review.  As each level of review was completed the Portal 
generated an automatic email to the coordinator that included a summary of comments made by 
the reviewers.  If for any reason you do not begin to get the emails from the Portal, check this 
screen to see the status.  If the application is being reviewed and you are not getting emails, 
notify Mary Ellen. 
 
 



 
 
The Portal automatically defaults to the application status.  To check on an amendment, click on 
the link to the right above the workflow.  All of the amendments appear.  Select the appropriate 
one. 

 



To see all of the comments made on the application/amendments, click on the link entitled 
“View Staff Comments.”  

 
 
Again, the screen defaults to the application.  Click on any of the blue dots on the page. 

 
 
The first screen to appear is one that has the overall comments and approval/disapproval 
statements. 



 
 
You may see that some reviewers made the statements “reviewed with comments” or 
something similar.  Because the reviewers are writing their detailed comments on the 
Project/Activities form, we’ve has asked them to not repeat the same thing on this page.  The 
Portal does have some limits on the length of notes.  To see the detailed comments on each 
Project, click on the dropdown arrow and select Projects/Activities form. 

 
 
  



This review screen has detailed comments from the staff as well as any additional information 
that might have been provided by the coordinator after submission. 

 
 
There is also a way to print the entire application/amendment from the Portal.  However, it is 
occasionally problematic.  Here are the steps, but if you have trouble just email/call Mary Ellen 
and she can email you a copy. 

 
 
Click on the View Perkins Application (or Amendments) link under Reports.  Select Year. 

 
 
Click on the blue button “View Application.” 

 



A box should pop up with the application/amendment.  Note that this is currently in Crystal 
Reports.  The first time you use this link on a computer, the system should ask if you want to 
install the Crystal Viewer.  There have been many issues since the summer of 2012.  If a blank 
screen pops up – just call/email Mary Ellen (501-682-1528) and she can send you a PDF 
version of the report.  If on the other hand, it works for you, just print using the little printer icon. 

 
 
REIMBURSEMENT 
 
Requesting reimbursement is also in the Portal.  Open the Perkins Application page and click on 
“Complete Reimbursement Form.” 

 
 
The system defaults to the current fiscal year.  If previous requests have been made, a list will 
appear.  To submit a new request, click on “Submit New Reimbursement Form.” 

 
 
The reimbursement form will open.  All grayed out fields will be pre-populated or auto- 
calculated. 



 
When a request is submitted, the Portal automatically checks the request to ensure that no 
more than 25% is requested during the first quarter.  The Perkins coordinator will receive an 
error message in that event.  The system requires the recipient to certify that the reimbursement 
request is aligned with their approved budget.  Beginning with the 2013-14 fiscal year, the Portal 
also checks to determine the remaining funds by budget category to ensure that overpayment 
does not occur.  Again, an error message will be generated and the request cannot be 
submitted.   
 
Once request is submitted, mail invoices/documentation to Finance Director. 
 
The request is directed first to the deputy director for Finance (or designee).  Once the deputy 
director has approved the reimbursement request, the Portal sends it to the ACE accountant 
responsible for the payment of funds.  A notice is generated by the Portal to inform the Perkins 
coordinator that the request has been approved and will be reimbursed.  After funds are drawn 
down from the federal government, they are direct deposited into the designated account of the 
district/consortium.   
 
You may also view all reimbursements and download the summary to Excel.  Select “View 
Reimbursement Report.” 



 
 
A list of the reimbursements and their current status appears. 

 
 
ANNUAL EXPENDITURE REPORT 
 
The annual expenditure report is also in the Portal.  The last approved budget figures are 
pre-populated into the report.  The local coordinator then enters actual expenditures.  
The difference over the 10% allowed is shown on the last line.  Any amount over the 10% 
allowed must be repaid.  The expenditure report should be submitted when the last 
reimbursement request is sent. 

 
 



A list of equipment (and items over $200) is also generated within the expenditure report 
based on the application and amendments that were submitted during the year.  It can 
then be edited by the local coordinator and submitted with the financial report.  Both 
forms must be complete for the local coordinator to get the “SUBMIT” button. 

 
 
CTE COMPLETERS 
 
During the open period (usually late March to September 15), the “Submit/Update Completers” 
link will be active. Completers of CTE programs of study are determined by the local district and 
are entered (by state assigned ID number). 

 
 
Click on the high school link that is underlined.  Enter the 10-digit state assigned ID (sometimes 
called the Triand number).  Click “Enter Completer.” 
 



  
 
Each student ID is verified against a file uploaded by ACE to ensure that the number is a valid 
12th grader.  If the ID number is not found, the system will ask you to verify the number.  Enter 
the ID again.  This time an underlined “click here” will appear on the screen.  The local 
coordinator may enter the student but must also enter race and gender. 

 
 
In the example, this student ID was in the system.  The names of the students are not in the 
system.  If you plan to print the program of study completer certificates, you MUST enter the 
student’s name.  Then select the Program from the dropdown list.  Click “Add Completer.”  If the 
student completed more than one program of study, select the second one from the list and 
“Add Completer” again.  When finished with this student, click on “Return to Entry Screen.”  You 
will notice that the programs selected will appear in the list below the entry form. 

 
 



CERTIFICATES FOR COMPLETERS OF PROGRAMS OF STUDY 
 
The third link under Tasks on the Completers module is “Print Completer Certificates.”  This is 
optional for the local districts.  Select the high school by clicking on the underlined school name.  
A screen will appear that lists all of the completers that you entered for the selected year.  You 
may select all to print or only one if you want to see a sample.  Either click “Select All” or click in 
the box to select one or two as a sample.  

 
 
If you notice a spelling error in the name of a student, you may correct it from this screen by 
clicking on the edit pencil icon.  However, if the program or ID is wrong, you must return to the 
Submit/Update Completers link for corrections. 

 
 
When you click the pencil, an edit box will open for corrections.  Make change and click Update. 

 
 
When either print button is clicked, a screen will appear requesting that you set the Month and 
Day.  The current fiscal year is a default but may be changed if needed. 

 



When you click View Report, Crystal Reports should open and display the certificates.  You will 
need to maximize the screen to see the certificates.  If the certificates do not generate, 
email/call Mary Ellen (501-682-1528) 

 
 
Use the printer icon within the Crystal reports window to print. 

 

 
 
 
 
 



PLACEMENT OF COMPLETERS 
 
In mid-November, the link to Submit/Update Placement will be opened.  This is where the 
current status of the completers of the previous year is updated.  The open period is mid-
November until February 15. 
 
Once the high school is selected, the list of students previously entered as completers will 
appear.  Just select the current status beside each in the dropdown box. 

 
 
If a student is in further education and working, show them as further education.  If the student 
is incarcerated or deceased, show them as Not Found. 
 
INDUSTRY CERTIFICATIONS 
 
Industry certifications/credentials earned by students and teachers may be entered into the 
Certifications module.  The module is open for data entry all year with the exception of the first 
two weeks of each fiscal year. 

 
 
Use the 10-digit state assigned ID for the student.  The teacher submission requires only the 
teacher’s name. 

 
 



TEACHER INFORMATION 
 
As the Perkins Coordinator, you have access to view the information entered by your CTE 
teachers each year in the Teacher Information System (TIS) which is a module within the Portal. 

 
 
Select the District and/or School from the dropdown lists.  Then select the Teacher. 

 
 

 


